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HOW TO MANAGE EXCHANGE DISTRIBUTION LISTS 

Steps 

1. Owners of Exchange Distribution Lists can use Cayosoft to manage the membership of their lists. To do 

this, open a browser (e.g., Internet Explorer) and enter https://eiam.wisconsin.gov. The following 

window will appear: 

 

2. Enter the IAM Account or domain\IAM Account and password, for example, accounts\SmithJabc. Do 

not check the box marked Keep me signed in. Click Login. 

 

https://doa.wi.gov/
https://eiam.wisconsin.gov/
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3. Click on My Organization, then My AD Groups. Click Search to see all Distribution Lists where you are 

listed as owner.

 

4. Select the list to work with by clicking the checkmark to the left of the list. On the right side of the 

screen, click Membership. 

 

  

https://doa.wi.gov/
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5. To remove a member, click on the checkmark next to the name, and then click Remove member(s). Click 

Update to update the list. 

 

6. To add a member, navigate to the Find field and key in last name, first name of the person to add. Click 

+Add to the right of the Find field. 

  

https://doa.wi.gov/
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7. If multiple names appear, click the checkbox to the left of the mailbox and click Select to add. Click 

Update. 

 

8. In the upper right corner where your account name appears, click on your account name, and then click 

Sign out. 

 

9. You have now completed the membership update of an Exchange Distribution List. You may close the 

browser window. 

 

 

 

https://doa.wi.gov/

